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1. PURPGSE AND SCOPE. To update the Construction and Activation
Manual .

2. SUWARY OF CHANGES. A variety of changes were included based
on a recent annual review.

3. ACTION. File this Change Notice in front of PS 8041. 03,
the Factory Construction and Activation Manual - FPI.

/s/
Kat hl een M Hawk
Di rector
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1. PURPOSE AND SCOPE. To provide guidelines for the design,
construction, activation, nodification, and deactivation of
Federal Prison Industries (FPI) facilities at Federal Bureau of
Prisons institutions.

The Bureau's primary correctional programis its industrial work
program operated by FPI (trade nanme UNICOR). To keep pace with
projected increases in the inmate popul ation, FPl nust prudently
expand its operations by activating factories at new facilities,
according to procedures outlined by Congress and devel oped in
conjunction with the private sector.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. A factory at a newinstitution wll be activated in a
tinmely, cost-efficient manner.

b. The Planning, Research and Activation Branch (PRA) w |
coordi nate design and construction activities with other Bureau
conmponents.

c. Factory designs will conply with accessibility standards
outlined in the Uniform Federal Accessibility Standards (UFAS)
and with requirenents of the nost current edition of the Life
Safety Code requirenents for Industrial Occupancies. In
addition, the designs will conply with Bureau policy on | ocked
doors in a nmeans of egress and property protection.
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d. Modifications to FPI standard designs will be identified
and made as early as possible.

e. Each contractor will maintain separate cost and billing
schedul es for FPI construction.

f. An activation plan for each location will be devel oped,
i npl enented, tracked, and revised as necessary.

g. A Business Plan will be devel oped whenever a significant
oper ati onal change is recomended.

h. Each activation will be evaluated six to nine nonths after
the new factory is operational.

i. A deactivation plan will be created to ensure the cost
effective deactivation of a FPI plant.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 8041. 02 FPI Factory Construction and Activation
(9/ 27/ 95)

b. Directives Referenced

PS 1237. 11 I nformation Security Prograns (10/24/97)

PS 1600. 07 Cccupational Safety and Environnmental Health
Manual (5/30/96)

PS 4200. 09 Facilities Operations Manual (4/3/96)

PS 5500. 09 Correctional Services Manual (10/27/97)

PS 8000. 01 UNI COR Cor porate Policies and Procedures
(5/13/81)

PS 8520. 02 Capi tal Expenditures, Authorization for

(Budgeti ng/ Pl anni ng) (2/9/96)
TRM 4201. 01 Facilities Devel opnent (4/1/96)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4401
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b. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 2A-01

c. The nost current editions of the follow ng National Fire
Protection Association's (NFPA) National Fire Codes (NFC s):

(1) NFPA 101, the Life Safety Code

(2) NFPA 13, Standard for the Installation of Sprinkler
Syst ens

(3) NFPA 231C, Standard for Rack Storage of Materials (for
War ehouses)

5. PROCEDURES. The Bureau and FPI shall conply with the

gui delines set forth in the Factory Construction and Activation
Manual , and any subsequent revisions, when designing,
constructing, activating, deactivating, and nodifying FP
facilities.

/s/
Kat hl een M Hawk
Di rector
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CHAPTER |
LI Al SON W TH BUREAU FACI LI TI ES COVPONENTS

Pl anni ng, Research and Activation (PRA) is the Federal Prison
| ndustries (FPlI) branch that comruni cates with ot her Bureau
conponents regarding FPlI construction, activation, facilities,
and deactivation issues.

The PRA Manager is the primary FPI contact and coordi nator for
Bureau facilities prograns and initiatives such as Architectural
Barriers and Federal Accessibility Standards, Seismc Safety, and
Facility Physical Plant Review Program (PPRP), formerly known as
Facility Space Uilization Study.

The Facilities Program Coordi nator for each of these initiatives
shall notify the PRA Manager when any of these prograns are

i npl enented at | ocations with FPI facilities. Additionally,

t he PRA Manager, in association with the Product Support

Center (PSC), shall review any plans devel oped under these
progranms that require FPI funding or nodifications to FP

buil dings or facilities.

1.1 BUREAU DESI GN AND CONSTRUCTI ON BRANCH

In order to insure that FPI’'s design requirenents are included in
the overall design, PRA shall work closely with Bureau's Design
and Construction Branch Project Managers during the design and
construction of a newinstitution and activation. This close
association is recomended fromthe onset of the project. The
Bureau Project Manager will act on behalf of FPI and coordi nate
FPI -rel ated construction issues with project contractors
(Architect Engi neer and General Contractor) including FPI design
changes, contract nodifications and nonthly progress paynents.
They will al so evaluate contractor proposals and clains. PRA and
t he Product Support Center shall nmeet with the contract Architect
and Engineering Firm along with Bureau Project Mnagers, during
t he desi gn and devel opnent phase to ensure the design criteria
for FPI is being foll owed.

1.1.1 Design Phase. FPI design criteria shall be requested by
the Project Manager when the process begins to solicit an
architectural and engineering (A&) firm The Bureau Project
Manager shall notify PRA of the announcenent to solicit an A&E
firm
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Once conpl eted and revi ewed by the Product Support Center, PRA
shall forward the FPI design package to the Project Manager to
include in the initial project design. FPlI design criteria nust
be submtted to the Bureau Project Manager prior to A&E fee
negotiations. Specific factory design procedures are |located in
Chapter 2 of this Manual.

PRA staff shall nmeet with the Bureau Project Manager and
representatives fromthe AR firmduring the Conceptual Design
Phase and the Design Devel opnment Phase to discuss FPI-rel ated
design issues and ensure all parties involved in the design are
clear on FPI's construction requirenments. Typically, the reviews
with the A and Bureau Project Manager involving FPl personnel,
shall occur at the 10% 50% and 90% st ages of Design
Devel opnent / drawi ng conpl eti on.

The Bureau Project Manager shall provide PRAwith two conplete
sets of design drawings at the conpletion of the Conceptual Phase
and at the 50% Desi gn Devel opnent stage and at the 90% Desi gn
Devel opnent stage. During the Design Devel opnent Phase, PRA
shall work with the PSC to identify product-specific design
requi renents. Early identification of design changes may
el i m nate expensive nodifications at a |ater date.

The Bureau Project Manager shall provide PRA with construction
cost estimates for FPI's segnent of the project as soon as they
becone available. These will be used to devel op funding
projections for presentation to the FPI Board of Directors. As
esti mates becone avail abl e t hroughout the project, the Project
Manager shall ensure that FPl-related estimtes are provided to
PRA.

1.1.2 Construction Phase. Once the design process has been
conpl eted, PRA shall maintain contact with the Bureau Project
Manager throughout construction. The Project Manager shal
provide PRA with two conplete sets of final construction draw ngs
and specifications.

I nformal progress neetings shall be held to provide an
opportunity to exchange i nformation concerning construction.
Detail s regardi ng progress, delays, and design issues require
regul ar updating. All site questions that enmerge during the
construction phase shall be forwarded to FPI (PRA) fromthe
Proj ect Manager, for review and deci sion.
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1.2 BUREAU ACTI VATI ON COORDI NATORS

PRA staff shall periodically exchange updated construction and
activation information with Regional and Central O fice Bureau
Activation Coordinators both tel ephonically and via the bi-
nmont hl y Corporate Factory Activation/Deactivation Update.

PRA shall use information obtained from Bureau Project Mnagers
and Activation Coordinators to update the Factory Activation
Plan, the Activation Team and Corporate Managenent.
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CHAPTER 1 |
FACTORY DESI GN PROCEDURES

FPI construction presents situations not common to other areas of
proj ect devel opnent, which have significant influence on a
specific facility design. Market forecasts, the nunber of innate
j obs needed, and the space required by the manufacturing process
ultimately affect factory design.

| deal |y, product selection would be nmade early enough to be
considered during the design of the newinstitution, permtting
t he design and construction of a product-specific factory.
Factors influencing product sel ection, however, often prevent FP
fromcommtting to a specific product in advance. Thus, the
design of new facilities nust maintain flexibility.

2.1 FACTORY DESI GN ASSESSMENT

Fol | om ng approval of a new or expanded product, PRA shal
forward an industrial design assessnent to the PSC and
appropriate staff.

The design assessnent shall be used to devel op any special design
requi renents the specific manufacturing process may have, and to
provi de accurate information during the design process.

PRA shall use the assessnent as a gui de when assenbling a
recomended factory design package. Criteria identified in the
assessnent shall be included in the design package submtted to
t he Bureau Project Manager and shall include at a m ninum

Main factory area square footage.

FPI war ehouse square f oot age.

Fact ory HVAC requirenents.

Modi fications (if any) to the standard design program
Basi c conputer/M S requirenents.

Basic utility requirenents.

Program and Architectural Accessibility Requirenents.

L 2B 2B 2R 2R ZB 2

Square footage requirenents for the main factory floor shall be
determ ned by the PRA based on projected i nmate enpl oynent and
t he product proposed for the new institution.

2.2 STANDARD FPI DESI GN PROGRAM
For accreditation purposes, all institutional work, industry, and

vocati onal education prograns shall nmeet m ni mum applicabl e
federal, state, or local work, health, and safety standards. In
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addi tion, docunentation is required that the progranms are

i nspected by federal, state, or local health and safety officials
at least annually. The prograns al so shall be inspected weekly
by qualified departnental staff and nonthly by a safety officer

2.2.1 Ceneral Requirenents. The FPI factory shall be designed
as a pre-engineered nmetal building. Factory designs shall conply
with Bureau policy regarding Seism c Safety, accessibility
standards outlined in the Uniform Accessibility Standards (UFAS),
and with requirenents of the nost current edition of the Life
Safety Code (NFPA 101) requirenents for Industrial COccupancies.
The basic factory size shall be no |l ess than 47,500 square feet,
with the option to expand the factory to 60,000 square feet, and
mai ntain the specified 100 feet to the perineter fence. The
facility shall be designed as a generic factory.

All FPI utilities, air conpressors, etc. shall be configured to
use as mnimal anount of floor space as possible so as
to maxi mze the remaining floor space for factory usage.

The factory nust have the capability of securing inmates in the
factory during non-traditional working hours and during periods
of fog or inclenment weather. The design shall conply with
Bureau policy on | ocked doors as a neans of egress and property
protection. This requires pressure release |ocking devices in
lieu of panic hardware on all exit doors. Doors and door framnes
must neet all specifications as defined by the Bureau
Correctional Services Mnual .

| nmate restroons shall be provided on the main factory fl oor
and designed to accommopdat e the nunber of inmates to be enpl oyed
at that facility (information to be provided by PRA)
Approxi mately three percent of these facilities shall be handicap
accessible. The inmate restroom area shall enphasi ze privacy
wi thout a closable door. Inmate restroons shall include 1/2
hei ght individual stalls with 1/2 height cl osable doors. |If
possible the inmate restroomis to be equi pped with a Bradl ey
type hand washing station. Staff restroomfacilities shall be
provided in these areas as well. Staff restroons shall have
cl osabl e, | ocking doors and nust be handi cap accessi bl e.

Note: Staff restroonms shall be l|ocated in the business
office area and the inmate restroons shall be | ocated off
t he production floor.

The inmate entrance to the factory shall include adequate space
to process inmates through a nmetal detector and perform searches
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as inmates enter and leave. A small private area of about 45
square feet shall be accessible fromthe entrance area for strip
sear ches.

Cl ose attention shall be given to using energy efficient
equi pnent and materials. Significant savings can be realized if
energy efficient cooling/heating systens, lighting, etc., are
installed during the construction phase. Separate utility neters
for each utility shall be included in the design. Wenever
possible, all utilities, air conpressors, etc., shall be in a
configuration that mnimzes use of production floor space.

2.2.2 Factory Production Area

¢ Square Footage Requirenents. Square footage for the
factory shall be approximtely 47,500 square feet, with the
option to expand to 60,000 square feet, should FPI decide
that additional space is required for that specific factory.

Bui | di ng design shall maxim ze free space between support
colums. Support column spacing shall provide m ni mum
spacing of 20" in one direction and 30" in the other

di rection.

¢ Electrical Power Requirenents. Service to the factory
shall provide a m ninmum 1, 000 anp, 480/277 volts, three -
phase service for manufacturing purposes. Electrical boxes
shal | have the capacity for expansion and the capability to
support overhead bus ducts. A 208/120 volt overhead bus
duct shall be installed throughout the production floor.

All electrical access panels, boxes, and system equi pnent
must be located within secure closets or areas. These
itenmsshal |l be secured in a caged nmechani cal area other than
on the production fl oor.

¢ Production Area Lighting Requirenents. Lighting for the
production area shall be designed to support a generic

manuf acturing environnment. An average of 100 foot candl es
when netered three feet fromthe factory floor is
recommended. Enphasis shall be placed on the use of natural
Iighting, using skylights and w ndows around the upper |evel
of the exterior wall when possible. The lighting system
shoul d be designed to maxim ze |ight dispersion to elimnate
shadow casting. Energy conservation neasures should be
considered during design. Metal halide lighting fixtures
are preferred.
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¢ Tel ephone/Data Line Requirenents. Tel ephone receptacles
shal | be placed on two support colums in each support
colum row t hroughout the main factory production area.

Pl acenent shall provide uniform spaci ng between receptacle
| ocations throughout the factory. RIJ-45 dupl ex

receptacles shall be installed adjacent to tel ephone
receptacles for data line accessibility. The factory

t el ephone system shall include an intercom and public
addr ess/ pagi ng system

¢ Ceiling Height. The main factory area ceiling shal

provi de a 18-foot m ni num cl earance fromthe |ighting, HVAC
units, and utilities. The ceiling shall be designed to
accommodat e conpressed air lines, electrical busbars/
feedrails, any special ventilation required, and the
mezzani ne office configuration.

¢ Plunbing Requirenents. Factory plunbing shall be based
upon the needs of a generic manufacturing environnent.
Drinki ng fountains shall be designed al ong the perineter of
the factory floor and shall utilize wall nounted equi pnent.
Eyewash stations shall be installed in conjunction with

dri nki ng fountains.

An energency shower with a floor drain shall be located in
the main factory area outside the inmate toil et area.

Provi sions for adequate floor drains shall be included in
the basic factory plunbi ng package, including placenent in
toilet facilities and throughout the main factory production
area. FPI shall be guided by the A& firmregardi ng spaci ng
of floor drains for a light manufacturing environnment.

¢ HVAC Systens. HVAC systens shall be designed to maintain
a light manufacturing environnent, while remaining
conpatible wwth the institution's systens. Air

condi tioning, and/or evaporative cooling (depending on |ocal
environmental conditions), shall be included in the design
for the main production floor. Al factory support and

adm ni strative areas shall be air-conditioned. The
tenperature range shall be simlar to other areas within the
institution. The factory shall be provided with its own air
handling unit to allow for |localized tenperature control and
ventilation. Heating shall be provided through this air
handl ing unit.
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¢ Pneunmtic Systens. The factory design shall include an
air conpressor system There shall be two, 30 horsepower,
screwtype industrial air conpressor units. Each shall be
capabl e of mai ntai ni ng 250 scfm and 125
psi throughout the main factory area. This system shal

i ncl ude cooling apparatus for the conpressor and
dehum di fying capabilities for conpressed air. The
conpressors shall be located in a secure nechanical roomto
m nimze noise | evels.

Air lines shall be run overhead between each support col um
row. Hardware to accommodate drop lines shall be installed
at 10-foot intervals along the overhead air lines. Air
lines shall be extended down about 50 percent of factory
area support colums. Access hardware and shut-off val ves
shall be installed on all support columm air |ines.

¢ Fire Protection. A fire protection systemshall be
hydraulically designed to conply with all the requirenents
of NFPA 13, 1994 edition. Fire protection coverage shall be
pl aced on the foll ow ng:

Main Factory Floor: Extra Hazard

Load Dock Area: Odinary Hazard G oup 2
O fice Areas: Light Hazard

M E Roons: Odinary Hazard G oup 1

enop

¢ Loading Docks. The |oading dock shall support trailer

| oadi ng/ unl oading at the factory floor. The width of the
dock shall be a mninmumof 18 feet. The length of the

| oadi ng dock shall accomodate all the roll-doors with the
exception of the door offering “weather seal” protection. A
m ni mum of two automatic dock | evelers shall be included. A
m ni mum of two overhead roll-up doors shall be included.

One door should neasure a mninmumof 12 feet wi de and 16
feet high, the second door should be | ocated just past the
end of the |oading dock and be equi pped with “weat her seal”
protection and sized to accommopdate a trailer backed up to
the door. A ranp providing forklift access from ground

| evel to the | oading dock shall be provided.

A roof covering the | oading dock area shall be included in
t he design. Enphasis shall be placed in lighting the entire
| oadi ng dock area.
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The | oadi ng dock area shall be equi pped to acconmopdate a

m ni mum of three trailers backed up to the dock an any given
time. Additionally, a staging area for approximately two
trailers shall also be included. The total space shall be
adequate for five trailers to be parked at any given tine.

2.2.3 Requirenents for the MCS Conputer Room The physi cal
environnental, electrical, tel ephone and data comuni cati ons
requi renents are as follows:

1. Conput er Room

¢ Physical. A separate secured 10' x 10' conputer room
(per Bureau policy) shall be provided in the factory

adm nistrative area. The conputer roomwalls shall be of
masonry (B walls) or other non-penetrable materials. The
door shall be a security netal door w thout a w ndow and
equi pped with | ock and key. The floor shall be constructed
of tiles for anti-static protection. The roomw | be
separated from water storage areas, electrical generators or
transforners, tel ephone services, janitorial areas or other
high traffic areas. No w ndows shall be included in the
design for this room

¢ Environment. The tenperature in the conputer room nust
be mai ntai ned between 60 and 80 degrees Fahrenheit at al
times (24 hours per day). The humdity level will be

bet ween 20 - 40 noncondensing. Mst central air

condi tioning systens provide this, however with the heat
generated by the conputer equipnent in a closed room this
tenperature is harder to maintain.

To offset the extra heat, additional vents fromthe central
air conditioning duct shall be provided in the conputer
room The conputer room nust al so have an intake for
exhausting warmair.

¢ Electrical. Six dedicated 110 volt grounded receptacles
(dupl ex receptacles) on 30 anp circuits. One dedicated 220
volt single phase, 30 anp circuit termnating in the
conputer roomon a femal e L14-30R receptacl e.

¢ Tel ephone. The conputer room shall be equi pped with four
t el ephone connections: a standard office tel ephone for

voi ce, and three direct four-wire voice and data |ines
(a.k.a. nmeasured business line) fromthe institution's main
communi cation room De-marc area to the FPI conputer room
bypassi ng any PBX system
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Al circuits are to termnate on an RJ11 wall plate jack.

2. Inter-Communi cation (Wrk stations within Adm nistrative
and Production areas

¢ Run a three inch conduit fromthe conputer roomto a
centrally located support pillar in the factory. Leave a
“pull-string” in the conduit, FPI will pull the necessary
cable at a later date

Note: All cable nmust be in conduit.

¢ Wring Termnation: All wiring into the conputer room
shall term nate on a RJ45/66 punch bl ock.

A Three cabl es of shielded, plenum Cat. 5, eight
conductors (twsted pair - four pairs) shall be
installed and term nated on a RJ45 triplex jack
directly fromthe FPI conputer roomto each
staff office. Pinning for the RJ45 connector is a
standard asynchronous DTE-DCE using | EEE RS-232
el ectrical interface.

B. Two cabl es of shielded, plenum Cat. 5, eight
conductors (twsted pair - four pairs) shall be
installed and term nated on a RJ45 flush jack
directly fromthe FPI conputer roomto each
i nmat e desk and/or work area in the admnistrative
area of the factory. Pinning for a RJ45 connector
is a standard asynchronous DTE-DCE usi ng | EEE
RS-232 el ectrical interface.

3. Intra-Communi cation (access to the FTS2000 data network,
factory, warehouse, canp, and other FPI buil di ngs).

Note: Al cables (fiber) nmust be in conduit.

(1) Install six (3 pair) fiber optic cable strands and
six pairs of copper wires (data rated, cat. 5 fromthe
mai n conmuni cati ons roomto the FPI conputer room See
speci fications bel ow.

(i) Install six (three pair) fiber optic cable strands
and four pairs of copper wires (data rated, cat. 5)
fromFPlI’s conputer roomto FPI’s warehouse, office area.
See specifications bel ow
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Note: |If the installation is being made at a conplex, or if
there are any other FPI buildings, the object is to insure
that all of the different FPI locations within a conplex are
tied together by fiber optic cable, for conputer access.
Consequently, the fiber optic cable requirenent, described
above, nust be installed anong all FPI facilities at the
conpl ex.

Speci fi cati ons

* Fi ber strands shall be multi-node;

* Qperating wavel ength is 850nm

* Fiber strands wll be water resistant, gel filled, on-

metal lic underground, "D' type 62.5/125 m cron;

Operating tenperature at -40 degrees Cel sius;

End-to-end fiber | oss of no greater than -1db (after

interface unit);

* Fiber strands shall be term nated on secure wall interface
cabinet (WC wth connectors and junper cables;
Fi ber strands shall be term nated on ST connectors;
Bit Error Rate of 1 in 10° better;
Fiber to electrical interfaces for RS-232 using DB25 and
V. 35 usi ng Wnchester DB34;

* Attenuation of electrical interface to fiber is to be no
greater than 2db

* Optical output level fromelectrical interface is to be no
greater than +/- 6db; and

* Data rate clocking mechanismis to be bi-directional and
control ling.

*

*

2.2.4 SENTRY Communi cation. Per Bureau specifications and
policy, the institution LAN system and SENTRY conputer access
shall be located in the AWI&E)/SO's office and the Business
Manager’s office in the admnistrative area.

2.2.5 Security. Al requirenents shall conply with Bureau
conputer security policy. Any conputer which has access to
BOPNet shoul d be connected to BOPNet with a distinct and separate
connection for the FPI network.

2.2.6 Factory Admnistrative Areas. The adm nistrative area
shal | consi st of approximately 3,000 square feet, located in a
mezzani ne area above the production floor. The design of this
area shall include one office for the Superintendent of Industry
(approxi mately 200 square feet) and may have up to six private
of fices of approximately 150 square feet, a conputer room
measuring approxi mately 100 square feet, open office area of
approximately 1,000 shall be included for inmate clerks and file




PS 8041. 03
12/ 11/ 97
Chapter 2, Page 9

st or age.

A staff conference/break roomshall also be included in this
design. |If possible these roonms should be adjacent, with an
accordion wall dividing the roons. Wndows and/or gl ass
storefront shall be included in the offices and the conference
room Placenent of the glass should allow for observation of the
factory floor while providing nodesty panels for staff. Two

staff rest roons (handi capped accessi ble) shall be provided. In
addition a “janitor” closet with a nop sink shall be provided on
the nezzanine level. Two stairways shall be included in the
design. One of the stairways shall include an electric chair
l[ift, to nmeet UFAS requirenents. The stair well shall |ead
directly to the factory floor. The doors leading to the
mezzani ne office area shall include | ocks.

Ofices located in the admnistrative area shall be equi pped
wi th tel ephone and conputer data |line capabilities. RJ-45 duplex
receptacles shall be installed adjacent to tel ephone receptacles
for data line accessibility. Ofices shall be designed to
facilitate supervision of the factory floor and open office area.
W ndow configurations shall maxim ze visibility of factory
oper ati ons.

An additional office for the Factory Manager shall be | ocated
on the factory floor consisting of approximately 150 square feet
and equi pped with tel ephone and conputer data |ine capabilities.
RJ- 45 dupl ex receptacles shall be installed adjacent to tel ephone
receptacles for data line accessibility. Ofices shall be
designed to facilitate supervision of the factory floor. Wndow
configurations shall maxim ze visibility of factory operations.

There will be two tool roons |ocated on the factory floor. The
roons W Il be adjoined by a high security steel door. One room
will be a Cass Atool roomand the other roomw |l be a Cass B
tool room To gain access to the Cass A tool room the staff
menber nust first enter the Cass B tool roomand then unlock the
separating high security steel door within the Cass B tool room
interior wall. The Cass B tool roomshall be equipped with two
pass-through wi ndows sized 12 inches high by 18 i nches w de,

i ncludi ng service counters. These wi ndows shall be |ocated side
by side and equi pped with roll-up doors. Note: Toolroom
construction nust conply with the Correctional Services Mnual .
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2.2.7 FPI \Warehouse Area. On a case-by-case basis, the
deci sion shall be made whether the FPI warehouse shall be
designed as a stand-alone building free fromcommon walls with
ot her buildings, or shall be shared with the institution
war ehouse. \Were the FPI warehouse is a stand-alone unit, it
shal |l be near the institution warehouse. Construction shal
generally be simlar to a pre-engineered structure (steel frane
and shell) on a suitable concrete pad. The warehouse area shal
be constructed to be approximately 13,500 square feet of floor
space, unless otherw se specified in the addendum The warehouse
shoul d be designed to allow FPI the option to expand the buil ding
up to 10,000 sqg. ft., should a | arger warehouse be required.

Uilities shall be conpatible with general institution systens.
The utility equi pnent roons should be configured to use the
m ni mal amount of floor space possible so as to nmaxim ze the
fl oor space for warehouse usage. Air conditioning shall be
included in the warehouse office area. The warehouse office
shal | be approximately 300 square feet, with a glass walled
office-within-an-office of approximately 10' X 10', included in
one corner of the warehouse. The office will require the sane
t el ephone and conputer requirenments as the offices in the
factory.

Metal halide or simlar lighting shall be installed in this
area. Approximately one quarter of the fixtures shall include an
instant strike feature. There shall be a mninmumceiling
cl earance of 20 feet, after installation of lighting, HVAC units,
and utilities. Building design shall maxim ze free space between
support col ums.

A chain link fenced-in storage area of approxi mately 300 square
feet for “hot” storage shall be included in the design. Access
to this area shall be w de enough to accommodate a forklift and
| oaded shi pping pallets.

A drinking fountain, eyewash station, and emergency shower
nmeeting UFAS requirenents shall be installed in the FP
war ehouse, near the inmate restroons. Approximately five inmates
will be working in this area. A separate unisex staff restroom
meeti ng UFAS requirenents, and a janitor’s nop closet, with nop
sink, will also be included in the FPI warehouse.

Loadi ng Docks. Three |oading dock doors shall be provided in
t he warehouse design. Wen possible, tw overhead roll-up doors
shal | be positioned across the front of the warehouse, near the
office area. The doors shall neasure a mninmumof 12 feet w de
and 16 feet high. One of these doors shall be equi pped with a
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“weat her seal”. The | oading dock shall include a m ninmm of two
automatic dock levelers. The third overhead roll-up door shal
be | ocated at the opposite end of the warehouse to facilitate
si mul t aneous shi pping and receiving. A ranp shall be included to
provide forklift access fromground | evel to the | oadi ng dock

A roof covering the |oading dock area shall be included in the
design. Enphasis shall be placed in lighting the entire | oading
dock area. A concrete turnaround area shall be included in the
design to allow for tractor trailers to maneuver easily.

Fire Protection. A fire protection systemshall be
hydraulically designed to conply with all requirenents of NFPA
13, 1996 edition; NFPA 231, 1995 edition (General Storage); and
NFPA 231c, 1995 edition (Rock Storage). Fire protection coverage
shal | be based on the follow ng:

1. War ehouse: Extra Hazard
2. Distribution Center: Extra Hazard
3. O fice Area: Li ght Hazard
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CHAPTER | I |
POST- DESI GN MODI FI CATI ONS ( RETROFI TTI NG FACTORI ES)

Bureau construction projects use a standard desi gn program when
devel oping FPI facilities. Odinarily, this design accommodates
nost product lines wthout major nodifications.

Significant nodifications are generally identified during the
design review process. This chapter outlines procedures to
initiate specific product-related nodifications, as required by
FPI to accommpbdate specific product needs.

3.1 DESIGN MODI FI CATI ONS DURI NG PRQJECT CONSTRUCTI ON

PRA shall provide FPI-rel ated design drawings to the PSC and the
Associ ate Warden/ Superi ntendent of Industries (AWSO ) as soon as
t hey becone avail able. The PSC shall develop a factory |ayout,

Wi th assistance fromthe AW SO, based on these draw ngs

Required nodifications shall be identified as early as possible
during this process.

|f significant nodifications are identified prior to construction
conpletion, the PSC shall submt recommendations to PRA for
approval. PRA shall forward the nodifications to the Project
Manager with a request for cost estimates, which will be used to
determ ne whether it is in FPI's best interest to pursue the

nodi fications with project contractors.

A decision to proceed with the nodifications and to use project
contractors requires issuance of an anended Request for Speci al
Aut hori zation (RSA) and Statenment of Wrk as provided by the PSC,
that incorporates the additional costs. The RSA, prepared by the
PSC, is authorization for the Bureau Project Manager to initiate
a contract change order

The PSC representative will be required to travel to each site to
be activated along with a specialist fromthat particular field.
The issues to be addressed while reviewng the site are varying.
Exanples of itens to be reviewed are square footage and factory

| ayout requirenments, lighting, accessibility in and out of the
production area, air handling systens, electrical provisions,

war ehouse capacity, pneumatic systens, factory support areas,

adm ni strative design, and any other building nodifications which
are required.
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3.2 POST- CONSTRUCTI ON M2DI FI CATI ONS

Mnor retrofitting of new factories to accommodate a specific
manuf acturing process is to be anticipated. Most nodifications
shoul d be identified by the PSC and the AWSO well in advance of
construction conpletion. |If nodifications are required, the PSC
shal | develop a Factory Modification Plan, which shall include:

¢ An outline of construction nodification requirenents.
¢ A scope of work assessnent.

¢ Construction draw ngs.

¢ Cost estimtes.

¢ A project tinetable.

The PSC shall oversee post-construction nodifications. This
shal | include an assessnent to conplete nodifications in-house.
If the PSCis unable to performsuch work, they shall initiate
the paperwork to procure services and forward to PRA for
processi ng.

| f A&E services are required to design the necessary

nodi fications, they shall be solicited by FPI. Wen necessary,
the PSC shall serve as the Contracting Oficer's Technical
Representative (COIR)

Construction contracting, other than with project contractors,
shall be adm nistered by the SO, with assistance from PSC as
necessary.

3.3 ALTERATIONS TO EXI STI NG FPI FACI LI TI ES

The foll owm ng approval procedures shall be inplenented whenever
nmodi fications are proposed that will alter or affect any FPI
buil dings or facilities--including nodifications to doors and
doorways; walls, floors, or ceilings; or alterations that may
change the performance of a utility or mechanical system
Rout i ne mai nt enance and conponent repl acenents are exenpt.

Any plan to alter FPI buildings and facilities shall be submtted
for review to PRA and the Product Support Center, then forwarded
to the Facility Manager for action. The approval process shal

i nclude the PSC s assessnent of the effects on current or future
manuf acturing capabilities. Follow ng the approval process, the
plan, with comments and recommendati ons, shall be submtted to
Cor porat e Managenent for consideration
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If building or utility systemalterations are required, the
AWSO, with the PSC s assistance and approval, shall devel op an
"Alteration Proposal” that conplies with UFAS requirenents and
provisions in the Facilities Operation Manual, Chapters 2 and 3.
The proposal shall include:

¢ At a mninum a conplete witten description of all building
al terations, nunber of square feet involved, type of
construction, fixed equi pnent needed, relationship of existing
utilities, or addition of newutilities. It shall indicate
whet her the proposal is an addition, nodification, or new
structure and whet her unusual conditions m ght conplicate the
construction process, such as drainage, rock, accessibility,
seismc, or life safety.

¢ A complete witten justification indicating why the
alteration is necessary. It wll have references to Program
Revi ew findi ngs, policy deficiencies, space study requirenents,
addi ti onal product devel opnent requirenents, or nanagenent
obj ecti ves.

¢ Drawings illustrating the proposed nodifications in
relation to the existing facility. Enough details shall be
provided to give a conpl ete understanding of the project
| ocati on, scope, and conplexity.

¢ Total estimated funding requirenents for design,
construction, and project supervision, based on the current
construction cost estimating guidelines.

¢ A project tinmetable show ng estinmated start and conpl etion
dates and the length of tinme needed to conplete the entire
project, allowing tine for A& services, procurenment, and speci al
condi ti ons.

¢ Docunmentation of Work Programm ng Comm ttee action.

¢ A recommended net hod of conpensation to FPI for any
di versi on of space to non-FPlI functions.

¢ Source of funding for construction costs associated with
executing the proposal.

3.4 SPACE DI VERTED FOR NON- FPI PURPOSES
Conmpensation to FPI for space diverted to non-FPl purposes shal

depend on the value of the space diverted, determ ned on a cost
per square foot basis. To obtain this figure, the total cost of
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construction shall be applied to the total square footage of the
buil ding affected. This cost per square foot shall then be
applied to the total square footage diverted by the proposal.

If a proposal to divert FPlI space is submtted and approved
during initial construction of the facility, FPI's proportionate
cost of construction shall be reduced by an anount established by
the cost per square foot fornula. The Bureau shall assume costs
associated wth architectural redesign or construction

nmodi fications resulting fromthe diversion proposal.

Conpensation for FPI space diverted followng initia
construction shall be devel oped through an interagency agreenent.
The val ue of the diverted FPI space shall be determ ned by the
cost per square foot formula. This value shall serve as the
basis for agreenent. The interagency agreenent shall focus upon
partial or total (depending on the total value of diverted space)
relief fromFPlI's portion of the institution's utility expenses.
The institution shall assune all costs associated with

i npl ementi ng approved FPI alterations.

A qualified Fire Protection Engineer shall review all design
drawi ngs and m ssion change specifications for renovating

exi sting structures and factories or constructing new structures
and factories. The design review shall verify that the design
meets all current life safety and fire protection requirenments
for the building(s) and the operations wthin.
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CHAPTER | V
FPI  CONSTRUCTI ON CONTRACTI NG AND BI LLI NG
4.1 THE CONSTRUCTI ON CONTRACT

The construction contract shall require the contractor to

mai ntain a separate cost and billing schedule for FPI-rel ated
construction. Requests by the contractor for paynent shall be
i ndependent fromrequests regarding the overall project. This
procedure al so requires separate docunentation to support the
invoice. GCenerally, applications for paynents are prepared on
AlA (Anerican Institute of Architects) form G 702. A separate
form G702 shall be prepared for FPI construction. Odinarily,
FPI facilities are bid as add/deduct alternates. Bidding as an
alternate facilitates an i ndependent FPI construction | edger from
t he begi nning of the project.

Once the contract has been awarded, copies of FPl-rel ated
segnents shall be forwarded to the FPI Controller. Subsequent
change orders or nodifications to the contract that apply to FP
shall al so be forwarded to PRA

4.2 FPI CONSTRUCTI ON COST ESTI MATES

The Bureau Project Manager shall provide PRA with estimates of
FPI's proportionate cost of construction as soon as they becone
avai lable fromthe AR firm These estimates shall be used in
preparing a FPI Board of Directors proposal for use of Bureau B&F
funds or a resolution authorizing FPI B& funding.

4.3 USE OF BUREAU B&F FUNDS

There are two types of funding for FPI construction projects:
Bureau generic inmate work space B&F funds and FPI B& Funds. In
nost instances, FPlI activations will be funded via the Bureau B&F
funds.

Upon bid opening, the Project Manager shall request PRA to submt
a nmenorandum aut hori zing the use of B&F funds in the anmount of
FPI's proportionate cost of construction, based on the
construction bid. Signature authority for this nmeno rests with

t he PRA Manager.

4.4 USE COF FPI B& FUNDS
When the project is funded using FPI B& funds, the Project

Manager shall request that PRA submt a Request For Speci al
Aut hori zation (RSA) in the anount of FPI's proportionate cost of
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construction, based on the construction bid. The RSA, approved
by the PRA Manager, or for anmounts exceedi ng $500, 000, by the FP
Deputy Assistant Director, shall authorize the expenditure of FP
B& funds. The Project Manager shall accept FPl-rel ated

al ternat es based upon the approved RSA

4.5 CONSTRUCTI ON MODI FI CATI ONS

Modi fications that require additional funds nust have prior
approval by FPI via nenorandum for generic i nmate work space B&F
funds or RSA for B& funds. The Project Manager shall request a
cost estimate regarding the proposed nodification fromthe A&E
firmor construction contractor. This estimate shall be
submtted to PRA, which shall ensure the proper neans for funding
approval is submtted.

4.6 CONTRACTOR REQUESTS FOR PAYMENT

Contractor requests for paynent regarding FPl-rel ated
construction shall be certified through established verification
procedures. The Bureau shall make paynents to the contractor
regarding FPl-rel ated construction through the project and by
ordi nary B&F project accounting procedures on FPI's behal f.

If there is an indication that construction costs will exceed the
anount FPI originally authorized, the Bureau Project Manager

shall submt a request to PRA for additional funding in the
anount required to conplete construction. The request shal
provide details outlining the need for additional funding.

4.7 BUREAU RElI MBURSEMENT FOR FPI B&l FUNDED PRQIECTS

For FPI funded projects, follow ng the paynent of an FPlI-rel ated
construction claimby the Bureau, a request for reinbursenent
shall imediately be made to the FPI Controller. Copies of the
contractor's invoice, the AIA G702, and supporting docunentation
(i ncluding project staff certification) shall be nade through the
On-Li ne Paynent and Col | ection (OPAC) system

4.8 CONSTRUCTI ON SETTLEMENT CLAI MS

The Bureau Project Manager shall notify PRA whenever a post-
construction claiminvol ves FPI construction. At no tinme shal
an agreenent be made on behalf of FPI regarding a construction
settlenment w thout authorization. Any additional funds required
by a construction settlement shall require FPI approval.
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CHAPTER V
THE FACTORY ACTI VATI ON PROGRAM

The PRA Branch was created to activate and deactivate factories
in the nost cost-efficient manner. To achieve its m ssion, PRA
devel oped a programto standardi ze and docunent gui delines for
uniform conplete activations.

5.1 THE PRQIECT REVI EW GROUP

Prior to Corporate Managenent's product approval for a new
factory, and prior to any capital expenditure, a project review
group, including representatives fromthe rel evant conponents,
such as the PSC, Pl anning, Research, and Activation (PRA) Branch;
Fi nanci al Managenent Division; Quality and Engi neering; and
Program Managenent, shall conduct a thorough, critical review of
proposed operati ons.

The Project G oup shall conduct an objective review of the
proposed product line(s) and factory(s) in areas such as:

Fact ory/ war ehouse square footage requirenents.
Cvilian/inmate staffing requirenents.

Cost of construction.

Over head cal cul ati ons.

Feasibility studies.

L 2 2 2B 4

A final report of the group's findings and recommendati ons shal

i nclude a projected Business Plan for the new factory. The
project group shall ensure an objective review of proposed
factory operations by people with backgrounds in rel evant market,
financial, and capital investnent areas.

5.2 THE FACTORY ACTI VATI ON DATE

The factory activation date is defined as when FPI begins
receiving inmates. This date is initially established by addi ng
three nonths to the anticipated inmate arrival date to the
facility. The activation teammay refine it during the
activation process, as it is dependent upon construction

progr ess.

5.3 FACTORY ACTI VATI ON PLAN

An individual activation plan shall be devel oped for each new
| ocation, outlining the several tasks needing to be acconplished
for the successful activation in the factory. About 13 nonths
before the anticipated activation date, PRA shall distribute the
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general factory activation plan to the managers identified as
Factory Activation Team nenbers. Team nenbers shall review and
nmodi fy the general plan tenplate to create an accurate, factory-
specific activation plan on a "best information" basis. Changes
are to be anticipated as the project devel ops.

The initial review objective is to initiate activation planning
and identify those responsible for conpleting each task. Each
t eam nmenber shall conplete the followng during initial review

¢ Add additional tasks to the plan if they are essential to
opening the new factory. Delete tasks that do not apply.

¢ Assign resources (generally the branch/institution manager
or persons with primary responsibility for conpleting the
task). Make appropriate recommendati ons or changes.

¢ Indicate an estimated tinme frame (nunber of work days
required to conpl ete each task).

¢ Develop an anticipated start date for each task

Upon conpl eting the review, team nenbers return the schedul e
(with changes noted) to PRA, which incorporates the changes into
an initial factory activation plan.

5.4 THE FACTORY ACTI VATI ON TEAM

The activation team devel ops and adm nisters the activation plan,
and includes the follow ng staff:

Factory Activation Specialist (commttee chair).

Sr. Program Manager and Program Manager (S).

Controller.

Mat eri al s Managenent Branch Chief.

Pl anni ng, Research, and Activation Branch Manager.

FPI Personnel Managenent Speci ali st.

Managenment | nformation Systens Branch Manager.

Product Support Center Manager.

Cust oner Services and Marketing Productions Branch Manager.
Qual ity and Engi neering Branch Chief.

Associ ate Warden (I &E)/ Superintendent of Industries. (To
join Activation Team once sel ected.)

L 2 2 28 28 2% 28 28 28 2% 4

Fol l owi ng review of the activation plan by team nmenbers, PRA
shall set a date for an initial neeting, generally 12 nonths
before the anticipated activation date. During this neeting, the
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activation plan shall be further refined; the teamshall also
establish a new projected activation date based on construction
pr ogr ess.

Support branch managers shall participate in the initial neeting.
Foll ow ng the neeting, a staff nmenber nmay be appointed to
represent the branch manager at planni ng sessions and

nmeetings. This appointee shall be the representative throughout
the activation process; however, the branch manager shall remain
t he responsi bl e resource.

5.5 UPDATI NG AND TRACKI NG THE FACTORY ACTI VATI ON PLAN

The schedul e devel oped at the initial team neeting shall be used
to nonitor progress. FPlI shall use project nanagenent software,
mai nt ai ned by PRA staff, to create and track each activation.

PRA staff shall update individual plans frominformation obtained
fromteam nenbers and i nformati on provi ded by Bureau Project
Manager and Regi onal Activation Coordi nators.

Periodically, the Activation Specialist shall distribute a
current copy of the plan to each team nenber, who shall review it
and update tasks for which he/she is responsible. These updates
can be in the formof percent conplete, start date, conpletion
date, or duration. The updated schedule shall be returned to PRA
to incorporate into the plan. PRA shall provide guidance in plan
anal ysi s and updating during team neetings.

Selection of the AWSO initiates several events in the
activation process. PRA shall forward an activation package to
the AWSO, including a FPI activation manual, the initial
activation plan, and a set of construction drawi ngs. The FP

Per sonnel Managenent Specialist shall include in this package an
outline of general personnel guidelines to assist the new AW SO
in hiring staff.

A team neeting shall include the new AW SO, once a sel ection has
been made. Follow ng this neeting, updates to the plan are
required nonthly. The Assistant Director, |E&VT, shall be
apprised of progress based on the activation updates.

The team shall place particular enphasis on the personnel section
of the activation plan. Staffing tasks require close nonitoring,
as they reflect actual dates when personnel actions, including
reporting dates, occur. This section of the plan is directly

af fected by changes in anticipated activation date and is
intended to mnimze the factory's initial overhead by

mai ntai ning staffing close to production start-up. Staff
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reporting dates should foll ow PRA-established general guidelines,
W th exceptions made on a case-by-case basis. The follow ng tine
frames are to be used only as guidelines:

AW SO

BUSI NESS MANAGER/ PLANT CONTROLLER
FACTORY MANAGER

CONTRACT SPECI ALI ST
SYSTEMS ADM NI STRATOR
WAREHOUSE FOREMAN
ACCOUNTANT

FACTORY FOREMAN

QUALI TY ASSURANCE MANAGER
ASSI STANT FACTORY MANAGER
SECOND WAREHOUSE FORENMAN

nmont hs pri or

nmont hs pri or

nmont hs pri or

nmont hs pri or

nmont hs pri or

nmont hs pri or

nmont hs pri or

nmont hs prior (2 per nonth)
nmont hs pri or

nmont hs after activation
nmont hs after activation

NN NNNN0 O

5.6 THE FACTORY BUSI NESS PLAN

A new or revised Business Plan is required whenever a significant
change in operations is recommended or occurs at an individual
factory. Specific events that cause devel opnent or re-evaluation
of the factory Business Plan include:

Activation of a new factory.

Rel ocation, or in sone cases the closure of an existing
factory.

An expansion of current operations, necessitating
significant new equi pnent.

I ntroduction of a new product line, or a substantial change
in the factory product m x.

* & oo

The PRA Branch, in conjunction wth the appropriate Program
Manager (s), shall prepare a Business Plan as part of the new
product devel opnent process. The PRA Branch, Financi al
Managenment Branch, PSC, Program Managers, and factory staff shal
be used to prepare a Business Pl an.

The PRA Branch has primary responsibility for devel oping the

Busi ness Pl an, which includes the Five-Year and Break-Even |Incone
Statenents (with supporting docunentation) when an exi sting
factory operation is relocated or significantly nodified.

Devel opnent of a revised plan shall begin as soon as a product is
selected, a location is approved, or another significant change
is identified.

Both the Five-Year and Break-Even |Inconme Statenents follow the
same format and include essentially the sanme support information.
The Five-Year Incone Statenent presents information in annual
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increments, while the Break-Even I ncone Statenent displays data
in quarterly segnents. Elenents necessary to devel op a Busi ness
Pl an can be derived fromfinancial reports fromsimlar
operations as well as from know edgeabl e staff.

5.6.1 Business Pl an/Activation Budget El enents.

¢ Ceneral. Location, initialization date, and factory(s)
i nvol ved.
¢ Sal es. Information related to estimated sal es | evel s,

capacity utilization, and inflationary inpact on the
peri ods displ ayed.

¢ Capital Requirenents. Factory and warehouse space
requi renents for each factory and support operation are
to be identified by the Product Support Center and the
costs invol ved indicated.

Pertinent information and the cost of capital equipnent shall
be listed. Depreciation schedules indicating depreciation period
| engt hs and nont hly and annual depreciation amunts to be charged
shal | be established.

¢ Expense Data Source Report. Source and background
support information to explain the derivation of
over head cost estimates and other factors affecting the
financi al performance of the operation.

5.6.2 Activation Budget. Once the AWSO is selected, the
activation teamshall consider and devel op the actual costs
associated wth the activation. During the first nmeeting with
the AWSO , general paraneters shall be established, for which
the AWSO shall develop specific line itemfigures. The PRA
Busi ness Plan shall be used as the baseline for the activation.

The FMB team representative shall provide PRA with a nonthly
financial status report. PRA shall investigate any departures
fromthe budget and may seek justification fromthe AW SO .

5.7 PRODUCT SUPPORT CENTER RESPONSI BI LI TI ES

Upon publication of the factory business plan fromthe Central
O fice, the PSC representative wll devel op a production schedul e
which is to support the inmate enpl oynent requirenents, sales,
and profits. The schedule will include production output from
week one, first article through full production. Additionally, a
manpower analysis will be included for both staff and i nmates.
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The PSC representative will identify various training activities,
either fromexisting factories or private industry, arrange
expert visits, MSB, and PSC on-site training. |If required, a
visit to a factory producing simlar products will be initiated.
The PSCwill identify these sites; however, it is the
responsibility of the AWSO to schedule the visit.

Based upon the custoner contract, the PSC s Product Devel opnent
Center will provide assistance with first article production and
work instructions, inclusive of Quality Assurance requirenents
(1e. appropriate MI-Specs, Federal Standards, etc.)

Upon retrieval of construction draw ngs and notification of
product from PRA, representatives fromthe Product Support Center
wi Il conduct a site visit for all planned facilities.

Deliverables required for a conplete activation plan are as
fol | ows:

¢ PRA W Il supply the PSC an approved set of construction
bl ueprints fromthe Design and Construction Branch of the
Bur eau.

¢ The Product Support Center will provide, upon notification
of product and retrieval of construction draw ngs from PRA,
an equi pnent listing and factory layout. This shall include
make, nodel, quantity, power requirenents, costs, nunber on
hand, and a floor plan of factory w th equi pnent placenent.

¢ The Product Support Center representative will provide a
Request for Special Authorization (FPI Form 27) and Request
for Contract Action (FPI Form 89b) for both the A& firm and
equi pnent. Included with the PSC s subm ssion will be a
phase tinmetable (e.g. 3 nonths, 6 nonths, 12 nonths) for
acquisition of equipnent in a just-in-tinme basis, which
shall facilitate mnimzing of factory start-up costs.

¢ The Product Support Center representative will develop a
production plan upon publication of the factory business
pl an.

¢ Manpower anal ysis.

Upon notification of deactivation of factory and identification
of activation at a new site, the PSC representative and PRA
speci alist shall conduct a site visit to each | ocation invol ved.
An estimate for cost and tine required will be provided by the
PSC representative for transfer of equipnent. Additionally,
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identification of equipnent in idle status wll be perforned.
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CHAPTER VI
EVALUATI NG THE ACTI VATI ON PROCESS

The FPI activation process is not unlike other strategic planning
procedures the Bureau uses. |Its success |largely depends upon an
ability to incorporate inprovenents |learned fromstaff actually
involved in activating new factories. The process is frequently
subject to revision to remain abreast of industry standards and
changi ng operational environnents.

The process assunes the activation programcan be inproved with
each new activation. Staff involved in devel oping the new
factory to production and ultimately to a break-even point or
point of profitability will have significant insights into areas
that may i nprove activation. To capitalize on this experience,
the FPI Post-Activation Survey has been devel oped.

6.1 POST-ACTI VATI ON SURVEY

About six nmonths after the factory has reached significant
operation, PRA shall forward a Post-Activation Survey to the
Warden, AW SO, and factory Departnment Heads. The survey should
be conpleted with absolute candor, as its sole purpose is to
identify inprovenents to the activation process.

6.2 POST-ACTI VATI ON REVI EW

Soon after receiving the conpl eted surveys, PRA shall assenble a
Post - Activation Review Team (ordinarily, the sanme as the
Activation Team). Results of the survey shall be distributed to
each team nenber to guide a final review of the activation
process.

The objectives are to |l earn the experiences of staff and identify
areas that may be inproved. The process shall include

di scussions with line staff, Departnent Heads, the AWSO, and

t he Warden.

Through this process, recomendati ons and constructive criticism
obtained fromfactory activations will be incorporated into the
pl anni ng process, in order to inprove the effectiveness of future
activations.
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CHAPTER VI |
DEACTI VATI NG A FACTORY OPERATI ON

Periodically, FPI is faced with circunstances that require the
closure or relocation of existing factory operations. Wen this
occurs, the Deactivation Specialist works directly with the
affected AWSO to devel op a deactivation plan, which shall be
used to nonitor a factory closure or relocation. |t shal
enconpass FPI staffing and personnel issues, disposition of FP
assets, and the transfer of custonmer orders.

In addition, a Deactivation Team consisting of the Deactivation
Specialist, AWSO, Chief of Quality and Engi neering, and Program
Manager, shall be created to facilitate the deactivation process.
The sensitive nature of this activity requires conplete integrity
i n communications. Thus, all comrunications regarding a
deactivation nust be coordinated through the Deactivation
Speci al i st.

7.1 THE FACTORY DE- ACTI VATI ON PLAN

These gui del i nes were devel oped to assist the AWSO and
Deactivation Specialist during deactivation planning. The
AWSO, with the assistance of the Product Support Center and
Program Manager, shall draft a transition plan. This plan shal
be submtted to the Deactivation Specialist, who shal
incorporate it into the project schedule.

7.2 SCOPE OF DE- ACTI VATI ON

Cor porat e Managenent shall decide the nature of deactivation at
the affected factory. This decision shall dictate personnel
procedures to be followed and help set a date for factory
closure/transfer. \Wien the operation will be relocated, this
date shall normally correspond with the new factory's activation
date. If the product line is to be phased out permanently, the
AW SO and Program Manager shall estimate this date based on the
factory's remai ni ng backl og.
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7.3 NOTI FI CATI ON PROCESS

Once Corporate Managenent determ nes the nature of deactivation
and a date is established, the Deactivation Specialist shal
ensure that proper officials are notified in witing: Labor

Managenent Rel ations officials, Bureau Personnel Director,
Regi onal Director, Warden, National and Local union officials,
and Congressional representatives.

7.4 STAFFI NG AND PERSONNEL | SSUES

The Deactivation Team shall review existing staffing and devel op
a revised staffing plan to neet the needs of the corporation. A
nunber of steps shall be followed to mnimze any negative i npact
on staff, including:

¢ Notifying institution FPI staff of plans to close/rel ocate
the factory as early as possible. Odinarily, the Deputy
Assi stant Director, Program Manager, and Deactivation Speci ali st
make a personal visit to the affected institution shortly after
t he announcenent to close/relocate the factory to give staff the
opportunity to ask questions.

¢ Establishing a list of affected staff and devel oping a
projected tinme frame over which individual positions will be
abol i shed/rel ocated. The AW SO shall develop this list with the
assi stance of the Deactivation Team

¢ Exploring potential opportunities, including those at other
FPI locations, for affected staff. The Deactivation Team shal
work closely with Corporate Managenent, the Warden, and affected
staff to ensure all options are exhausted before any adverse
personnel action is taken.

7.5 TRANSFER OF CUSTOMER ORDERS

The AW SO shall identify any custoner orders that cannot be
conpleted prior to deactivation, ensuring their tinely transfer
to other FPI factories or providing a waiver to the custoner.

The highest priority shall be placed on satisfying custoner needs
whi |l e deactivating a factory.

7.6 DI SPCOSI TION OF FPI ASSETS

The deactivation plan shall list all major equipnent itens in the
affected factory and recomend a disposition for each.
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Maj or equi pnent shall ordinarily be relocated to the institution
receiving the product line. |If a product is being phased out
permanently, or the receiving institution does not need the

equi pnent, the AWSO, with the assistance fromthe Program
Manager, and Product Support Center (PSC) shall recomrend a

di sposition in the de-activation plan.

The PSC representative in conjunction with the Program Manager,
is required to performvarious tasks with the deactivation of
factories. These assignnments include, disposition of FPI assets,
devel oping a transition schedule (including cost and tineliness
for the transfer of inventory and equi pnment), and ensuring the
equi pnent will be used for production purposes at another site to
be activated or an existing FPI factory. |If, upon review of the
exi sting equipnent, it is understood the machinery is of no
value, PRAwW Il be notified and will also be notified of
subsequent advi senent of di sbursenent.

Raw materi al s, supplies, and operational inventories shall be
exhausted during the phase-down of production. Remaining
inventories shall ordinarily be transferred to the new | ocation
with maj or equi prment and the product line. The AWSO shall i st
significant inventory itens and recommend a disposition in the
deactivation pl an.

Pl anning for the disposition of buildings and facilities shall
begin imediately followi ng a decision to deactivate. If no

repl acenent operation is planned, negotiations shall begin with
the institution regardi ng possible acquisition of FPI facilities,
including transfer of FPI facilities-related overhead.

This format shall be used to guide the devel opnent of a
deactivation plan. Each |ocation presents uni que issues that may
require additional tasks. It is not the intent tolimt a
deactivation plan to only the issues addressed here.



